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•  Chair – Cathy Mangum"
•  Vice Chair – Jeff Seaton"
•  Executive Secretary – Candice Evans"
•  Financial Chair – Michelle Sample"
•  Publicity Chair – Denise Lineberry"
•  Loaned Executive – TBD"
•  Employee Express – Help Desk (888-353-9450)"
•  You!!
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2013 CFC Team 
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2013 CFC Events 

Event	   Org 1	   Org 2	   Org 3	   Date	   Location	   Prior POCs	  

Chili	  Cook-‐off	   RD	   OP	   OCC	  

November	  13th	  

Reid	  
Kurt	  Detweiler,	  
Kristyn	  Ecochard,	  
Eileen	  Nelson	  

Silent	  AucDon	   OD	   SACD	   OCFO	   Reid	   Walt	  Englund	  

Bake	  Sale	   OSACB	  
K.	  Graupner	   SMAO	   OEOP	   Reid	   Kim	  Cannon	  

Car	  Show	   SD	   COD	   SOMA	   Reid	  Parking	  
Lot	  

Lindsey	  Rogers,	  Drew	  
Hope	  

Due to the shutdown, all events are tentative and a number of typical CFC 
events have been cancelled for this year.   Additional events may be planned 
but at this point we are focusing on the events above taking place on a single 
day. 
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CFC Overview 

•  Our opportunity to expand our continuation of caring,  
community support, and goodwill to charitable causes, 
locally and around the world"

•  Campaign will begin today (October 24, 2013) and will end 
on December 5, 2013"

•  This year’s financial goal is $365,000"

•  This year’s theme: “Make it Possible”"

•  CFC Web Site:  http://cfc.larc.nasa.gov/ is available"
–  Continuing to update website with CFC data"
–  For general information only" 5 
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•  $4 per month " "can provide meals for two weeks for a senior citizen"
•  $5 per month " "can buy and protect one acre of unprotected tropical rainforest"
•  $8 per month " "can provide food and shelter for the night for eight homeless people"
•  $10 per month " "can buy an emergency shelter for an earthquake victim"
•  $11 per month " "can plant five trees in an urban area"
•  $15 per month " "can provide four therapy sessions for a child with cerebral palsy"
•  $15 per month " "can provide a career workshop for 15 women returning to work"
•  $17 per month " "can provide CPR training for 12 childcare providers"
•  $18 per month " "can provide three home visits by a nurse to a stroke victim"
•  $22 per month " "can provide life skills training for five young teens"
•  $23 per month " "can provide one night of protective services for 14 abused children"
•  $24 per month " "can provide safe water to villagers by constructing new wells"
•  $26 per month " "can provide six days of emergency shelter for a family of four"
•  $29 per month " "can provide an adaptive tricycle for a disabled child"
•  $30 per month " "can provide 30 homeless women and children food/shelter for one night"
•  $40 per month " "can fund training to get a young man out of a gang and into a real job"
•  $44 per month "                  can provide two months of home-delivered meals for a senior shut-in"
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Your Investment Helps 
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Key Worker Responsibilities!

•  Attend key worker training"
•  Get to know the campaign materials, especially the donor brochure"
•  Become familiar with how to enter contributions in Employee Express"
•  Help publicize events"

–  Encourage your peers to attend all CFC functions"
•  Make sure your co-workers are aware of this year’s contribution gift"

–  Only one level of giving ($150)"
•  All contributions should be made through Employee Express. "
•  A manual pledge form will be available on a case-by-case basis."

–  Collect pledge forms as soon as possible when pledges are made"
–  Contractors should not be solicited but if they ask they can make a cash/check 

contribution via manual pledge form"
–  After each pledge form is turned in, please give an immediate thank you to each 

donor"
•  Follow-up with co-workers throughout the campaign"
•  Distribute appreciation awards promptly" 7 
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Contribution Gift!

Historically, the CFC campaign has 
been able to provide an appreciation gift 
to donors. In light of the current 
economic climate resulting in budget 
cuts, furloughs and lay-offs, the CFC 
believes that the associated costs of an 
appreciation gift could not be justified, 
and that elimination of those costs 
would result in more funds available for 
distribution to charities. 
However, since the “Smart Card” (a 
United Way initiative) is produced at a 
nominal cost and provides unlimited, 
year-round discounts at local eateries 
and businesses; it will be distributed to 
all $150 and above donors.  
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Video!
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http://www.youtube.com/watch?v=7WyhDhKUG7I 
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Keys to Success!

•  Play an active role!"
–  Brief CFC kick-off at next staff meeting; use the video"
–  Have your Manager visibly show support"
–  Highlight CFC events each week to your staff"
–  Be the energizer for getting your team involved in CFC 

activities during campaign"
•  Show your personal commitment and enthusiasm"
•  Have personal (face-to-face) and complete 

(100%) contact with your assigned employee 
group(s)"
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Michelle Sample!
LaRC 2013 CFC Financial Chair!

864-4080!
Building 1195, Room 1013!

(located in CFO’s old suite)!

!
Employee Express Help Desk!

(888) 353-9450!
!

11 
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Combined Federal Campaign 
(CFC) Online Donation Process  

via 
 Employee Express 

Developed	  by:	  

12 

Last Revised: September 7, 2012 
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1.  Open your preferred internet 
browser 

2.  Enter the URL for the NASA HR 
Portal at: https://hr.nasa.gov  and 
Select 

a.   Employee Express from the 
Systems Launcher 

i.  Enter your Employee 
Express ID and 
Password in the pop 
up box 

or 

b.  Insert your PIV Smartcard 
and select Employee 
Express (PIV) from the 
Systems Launcher 

i.  Enter your Smartcard 
PIN and select the 
Certificate that shows 
Smartcard logon 

 . 

Procedures	  
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 . 
OR 
Enter the URL for the Employee Express 

Website:  
https://www.employeeexpress.gov/ 

 
4.  Login with Your Employee Express 

Login ID & Password 
a)  Enter your Employee Express 

ID and Password in the box 
b)   Click 

or 
 
5.  Insert your PIV Smartcard 

a.  Click the  
 
 
 
 
 

  
 

 . 
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Procedures	  
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6.  After reviewing the Security Alert 
      Message, Check the box “I have 

read the above information” and 
Click  

 

 . 
§   Employee Express – Security Alert Message 

15 

Procedures	  
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7.  At the Main Menu, select the 
link for 

                                                            
under the  Payroll – Personnel 
Actions section of the page 

  

 . 
§   Employee Express – Main Menu 

v The CFC link is available in EEX 
based on the begin/end dates 
provided to OPM by the PCFO 
(regional campaign manager). If 
no dates are provided, the CFC 
link is available through the 
duration of the CFC Open 
Season, as defined by OPM 
 

16 

Procedures	  
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8.  Before searching and selecting 

charities, designate the appropriate 
contribution method.  Select Payroll 
Deduction or Cash Donation using 
the appropriate radio buttons. 

 

v  The contribution dates and amounts 
at the top of the page represent the  
  information from your previous 
donation 
 

 . 

§   Employee Express – CFC Select Charities 
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v  Employees who desire to contribute 
both a Payroll deduction and a Cash 
donation, must do so in THAT order 
(Payroll first, Cash second).  If 
contributions are submitted in the 
opposite order, the Payroll deduction 
will overwrite the Cash donation.  If 
this happens, employees will have to 
re-enter their cash donation after they 
submit their Payroll deduction. 

Procedures	  
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9.  If the Payroll Deduction contribution 

method is selected, go to step 13 to 
search for and select the charities to 
designate for your donation. 

10.  If you have already made a Payroll 
Deduction and wish to also make a Cash 
Donation or just want to make a Cash 
Donation only, select the Cash Donation 
radio button. 

11.   After you choose the Cash Donation 
button, select whether your Cash 
Donation will be by Cash or Check. 

12.   If Check is selected, type your check 
number in the Check Number box. 

 . 
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NOTE: Once submitted, Payroll deductions 
can not be cancelled through Employee 
Express, contact your payroll or HR office 
for assistance. 
 

Procedures	  
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 . 

§   Employee Express – CFC Select Charities 

19 

 
13. To search for and select the charities to 

designate your donation, scroll down to 
the Search for a Charitable Organization 
section of the page 

14. Using one of the four types of searches, 
enter the information in the place 
provided and click the appropriate 
Search button                                           
to execute the search.  

15.   Once you click the appropriate search 
button, the  page will automatically 
move back up to the top of the page.  
Scroll down below the Search for a 
Charitable Organization area to the 
Search Results area of the page to view 
your search results 

 
 

Procedures	  
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16. From the search results listing, add a 
      charity to your list by clicking 
                               for your selected 

charity.  

v  You can add up to 30 charitable 
     organizations to your cart  
   

17. After you add a charity to your cart, 
the page will automatically move 
back to the top.  In the Charitable 
Organizations section of the page 
you will see the charities that you 
have added to your cart.  

v   If you want to remove a charity from 
    your cart, check the delete box   
                         for the charity or charities 
 

    that you want to remove.  Then click 
 
 

    to permanently remove the charity or 
    charities from your list  
 
18. When you have completed your 

selection of charities, click  
 

       to select your donation amount(s) 

  v  After selecting ‘Save Selected Charities 
and Continue’ the user can log out and 
return to this portion of the contribution, 
if necessary 

20 

Procedures	  
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§   Employee Express – Combined Federal Campaign Edit 19. You can now designate your total gift 
amount and the amount(s) to be 
designated to your chosen charities.   

      To change your Total CFC Gift, type in 
the new Pay Period Contribution or 
Cash Contribution in the appropriate 
box in the New column 

 
 
 
 
      Your Total CFC Gift amount will 

automatically change based on your 
Pay Period Contribution entry 

 
20.  After  you have decided on a Total CFC 

Gift amount, you can now designate 
the annual amount for each charity.  
Enter the designated amount in the 
Annual Amount box for each charity. 

       

* Undesignated amount: If you only 
designate a partial amount of your total 
gift, the balance will be treated as an 
''Undesignated Amount''. This balance 
will be distributed to all of the 
organizations in the CFC brochure in the 
same proportion as they receive the 
designations. 
 

21 

Procedures	  
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§   Employee Express – Combined Federal Campaign Edit 
21. After designating your donation 

amount(s), scroll down to the 
Personal Information section and 
enter the required information.  At a 
minimum, an E-mail Address or Phone 
Number and a Work Street Address 
must be provided.   

22. Next, select your Agency Division / 
Branch from the drop-down menu. 

23. The remaining Yes/No questions 
pertain to the Authorization to release 
your personal information in reference 
to your donation, or to receive 
Recognition (if eligible) from your 
local campaign.  Click ''Yes'' if you 
wish to have your pledge amount or 
name released to your designated 
organizations. Click Address or Email 
if you wish to release your contact 
information to your designated 
organizations. Click “Yes” if you wish 
to receive eligible recognition from 
your local campaign. 

24. When complete, click  

22 

Procedures	  
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§   Employee Express – CFC Confirmation  25. Review your saved information to 
ensure that it is correct. To confirm, 

 

      click           or to cancel, click   
 
      * Clicking           will send you back to 
 

      the Edit page. 

23 

Procedures	  
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§   Employee Express – CFC – Pay Period Notification  

26. Now that your action has been saved, 
you can click 

 

      to view your pledge card based on 
the information you just submitted. 

 
 
 
 
 
 
 
27. If you wish to receive an e-mail 

confirmation of your change, enter 
your e-mail address in the E-mail 
Address box and click 

28. If you do not want to receive a 
confirmation E-mail, click 

      to return to the main menu   

24 

Procedures	  
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v  The picture to the right is an 
example of the EEX CFC 

Pledge Card Receipt when 

the                                                         

button is selected. 

Procedures	  



Langley Research Center §   Employee Express – CFC – Override Pending Contribution 

29. Now that your contribution has been 
submitted, you can click             to 
override the contribution and make 
additional changes. You can modify 
the charities, the amounts pledged, 
or the recognition / release indicators 
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NOTE: Once submitted, Payroll deductions 
cannot be cancelled through Employee 
Express, contact your payroll or HR office 
for assistance. 
 

Procedures	  
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Manual Process 

Developed	  by:	  
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Paper Pledge Form 

•  Employees continue to have the option of 
completing a paper pledge form, in lieu of 
completing an electronic pledge form 

•  Contractors can participate in CFC by making a 
one time contribution using the paper pledge form.  
Contractors cannot contribute through payroll 
deduction. "

•  All paper pledge cards and cash contributions should be 
turned in to Michelle Sample (B1195, R1013)"

28 
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Paper Pledge Form 
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Who to Contact 

•  For assistance with Employee Express (questions/issues, etc) 
contact the Employee Express Help Desk 

–  Online Help information is always available when using Employee Express. You may also 
reference the Frequently Asked Questions page for commonly asked questions. 

–  If you need technical assistance while at work, you may contact the Employee Express Help 
Desk at 478-757-3030. From home, you may contact the Help Desk toll-free at 
888-353-9450. Help Desk business hours are Monday through Friday 7:00 a.m. to 7:00 p.m. 
Eastern Time. During non-business hours, you may leave a message and a Help Desk 
representative will return your call within 1 business day (Monday-Friday). 

–  You may also contact the Help Desk by sending a detailed e-mail message to 
EEXHelp@opm.gov with the following information: 

•  Your name, your employing agency name , Your daytime phone number, a detailed 
description of your problem (for security reasons, DO NOT include your Social 
Security Number (SSN), Login ID or Password in your message) 

–  Hearing impaired employees may access the TDD by calling 478-757-3117 or 
1-888-880-0412. Visually impaired employees can access the Employee Express telephone 
system using their agency’s designated telephone number. 

–  Questions concerning specific personnel and payroll information, should be directed to your 
servicing personnel-payroll office. 

–  Thank you for using Employee Express. 
30 


